Rev. 1-9-12
PROCEDURE TIMELINE:  GRADUATE ASSISTANTSHIPS (G.A.)  
AY 2012 - 13
January 23
E-mail notification to administrators/unit heads re timeline and process/placement of forms on Spalding website under the heading Graduate Assistantships, “Supervisor Information.”

Web site posting: Folders in “Graduate Assistantships AY 2012-13”
(a) Student folder:  forms for student application and/or renewal; tax and employment forms; AY 2012-13 timesheet
(b) Supervisor folder:  requests for AY 2012 - 13 G.A. assignments, evaluation form for current G.A., timeline of process
February 10
E-mail reminder to Dean/Chairs regarding due dates

February 17  Due from Chair(s):
(a)  Request for G.A. placement AY 2012-13
(b) Evaluation of current G.A. placement, AY 2012-12
Due from current G.A. award recipients to Provost:

(a) Renewal request 
Initial or NEW award requests due from graduate students.

(a)  Due to Provost                      
March 30      Due to Dean(s) from Chairs:  

(a) Chair submits names of graduate school applicants for possible G.A. award in AY 2012-13
April 6
Allocation of G.A. hours to applicants offered admission in graduate programs 
April 27
Notification to chairs 
(a) Memo stating allocation of G.A. hours
May 11        Notify schools/units of G.A. assignment 

May 16
Provost mails award letters to assistantship recipients
May 31        Award contracts due back to Provost from GA recipients
June 4
Send letters to applicants not placed
June 15        Final G.A. award information to Financial Aid 
